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OF HUMAN RESOURCES 
,OFPICE OF ADMINISTRATIVE SERVICES 

-4, i . - -  
1 MPLICATION~FOR RECORDS RETENTION SCHEDULE 

I --: RECORDS MANAGEMENT UNIT 

For instructions on completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia 
30334. Phone - (4041 656-4976 GIST: 221-4983 

DHR - 1. Department Addresl T~GFA~~TORY 
pplication Gte Georgia Department o f  Human Resources Application Number 

Division o f  Mental H e a l t h  & Mental Re tard  78-2q4- 78-318 
C e n t r a l  S t a t e  Hospi ta l  
M i l  1 edgev i l l  e ,  Georgia 

9-27-78 
&cat ion NU*, 

DHR 62-90 
Date Completed Date Received 

OEC 1 4  1976 OCT - 5 1978 1 I_- 
~ -__ -- 

Person to Contact W w K g  Title Telephone Number 

W.A. C l i f t o n  RMO Designee 
_-:-_ 

Action Requeated 
a. El Establish Retantion Scheduk: record will mntinue to accumulate. 

b. 0 Dispose of pemnt accumulation; no further accumulation anticipated. 
CheckOne: Change: Supercede: Void 

I _ ~  

c OAmend Application No. .. 

-~~ 
6 . d a  Series Title (followsd by title usd In office: if different) 

~ 

, Dates of Series 

orlien bteU d 

See A t t a c h e d  L i s t i n g  
~~~ _ _  . Division and Off*. Function 

he DiviGion o f  Mental  H e a l t h  and Mental R e t a r d a t i o n  a d m i n i s t e r s  the program for  men ta l  h e a l .  
ental r e t a r d a t i o n  and other deve lopmen ta l  d i s a b i l i t i e s ;  alcohol and drug  a b u s e ;  and conduct! 
r a i n i n g  and r e s e a r c h .  T h i s  division i s  a l s o  concerned w i t h  community menta l  h e a l t h  and the 
d m i n i s t r a t i o n  o f  the S t a t e  men ta l  h o s p i t a l s ;  and r e h a b i l i t a t i o n  and r e t a r d a t i o n  centers 
t a  te -wide .  

t a t e  Regional  Hospi t a l s / I n s t i t u t i o n s  and Medical  Centers h a v e  the r e s p o n s i b i l i t y  .to p r o v i d e  
ental h e a l t h  services for  the p e o p l e  i n  i t s  geograph ic  area o f  responsibility; to conduc t  
r a i n i n g  and e d u c a t i o n  for p e r s o n s  i n  v a r i o u s  men ta l  h e a l t h  d i s c i p l i n e s ;  and t o  carry  o u t  
e s e a r c h  w i t h  the objective of d e t e r m i n i n g  the c a u s e s  and possible c u r e s  o f  men ta l  i l lners .  

What ia  the function of ths Diviaion m d  the office in which thia record w r b  is mated? 

, .  

_.i_l __ __ _-- .- - . Remrda Seriea Description This file mntaina the following documents /include form numberrnd titles, If any): Attach mmples of the file. 

Documnta relating to: 

Included an: See Attached L i s t i n g  

File is arranged: 

I. Monthly Reference Rate  How often are records nferred to which am: 
One to six montha old ; SNen to twelw months old : Thirteen to twenty-four monthsold 
tiuenty-fiva mn th t  and older . ?  

I. Annual R m  of Armm!Ilaion or Records -. 
~ btter-aize dremra . : Lagelsin drawers : Shelvst __.-___ : Other IiWecify) -. 

Form 4098 17-78) IOvsrI 
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uiwly microfilmed? 

1. Retention Raquiremenb - The following quires the wries to b kept: 

d. Auditperiod years. 
e. Adminlstretive need years. 
f. F&el mention instructions years. 

, Attach mw or axcarpt of &ws or mgulniom. Explain dmininretiw need. 

Ther iqstructions lpply to 111 plor m d  future accumulations of the sorb. 

Iowmmendatioru in prspnph 
2 y. g p r o d .  
lfdicaPPr0~...rt.ch *lin 
of.xoknstlon.1 



1. 

2. 

3.  

4 .  

78- 2.94 
Medical Records Source Document F i l e s  
Documents r e l a t ing  t o  preparing pa t i en t  
re la ted  reports.  3 months; then destroy. 

Cut  o f f  f i l e  each month; then 
hold i n  current f i l e s  area for  

Included a re  admission work sheets ,  pa t i en t  
control r eg i s t e r s ,  pa t i en t  locat ion and 
change-in-status documents and s imilar  and 
re la ted  documents. 

7 8 -  1-44 
Employee Examination -_ Reporting F i l e s  
Documents r e l a t ing  t o  physical  examination 
and summary information on the overal l  
examination r e s u l t s ,  the  cause f o r  dis-  
qua l i f ica t ion ,  and general physical condition 
of employees found acceptable f o r  employment. 
Included a re  medical reports ,  physician 
examination reports  and similar o r  re la ted  
document. 

F i l e s  are arranged alphabet ical ly  by 
employee, thereunder by date. 

-- - 

78- 24G 
Pat ien t  Medical Records- Eugenics F i l e s  
Documents r e l a t i n a  t o  authorization f o r  

~ 

s t e r i l i z a t i o n  of pa t ien ts .  

Included are pa t i en t  re la ted  forms ident i -  
fying pa t i en t  name, dates  of a c t i v i t y ,  
procedures and s imi la r  and r e l a t ed  infor- ,  
mation. Master index card f i l e  is included. 

F i l e s  are arranged alphabetically by 
name of pa t ien t ,  thereunder by date of 
ac t iv i ty .  

78-  24 7 
Nursing Care and Treatment Service Schedule 
Documents r e l a t ing  t o  on-duty hours f o r  
nursing service personnel assigned t o  care 
and treatment of pa t ien ts .  

Included are time schedules and similar o r  
re la ted  documents. 

F i l e s  are arranged chronologically by date.  

, I  

Cut o f f  each calendar year; then 
hold i n  current  f i les area f o r  
1 year; then t r ans fe r  t o  loca l  
storage area: hold f o r  4 years; 
then destroy. 

I f  applicant is  hired,  examination 
f i l e  is  covered under Appl. No .  
74-452 Employee Medical F i les .  

Cut of f  f i l e  each calendar year; 
then hold i n  the  current  f i l e s  
area 1 year: then retire t o  
S ta te  Archives. 

Cut o f f  each month; then hold 
i n  current  f i l e s  area f o r  3 
months; then destroy. E a r l i e r  
destruct ion is authorized. 



’, 

5. 

6. 

7. 

8 .  

, . c - _ -  
COEIMUNXCATION FILES . -- 

78- 2L98‘ 
Radio Frequency -~ Fi l e s  
Documents r e l a t ing  to the  authorization, superceded o r  cancelled; o r  
a l loca t ion ,  assignment, cor re la t ion  and destroy when use is discontinued. 
use of radio frequencies and cal l  signs. 

Destroy when assignment is 

Included are l i s t i n g s ,  authorization 
correspondence and no t i f i ca t ion  o r  
assignments. 

F i l e s  are arranged chronologically by date. 

7 8 -  2ciq 
Telephone T o l l  C a l l  Review F i l e s  
Documents r e l a t inq  t o  documentation of t o l l ,  - 
long dis tance and GIST telephone calls. 

Included are reports ,  preprinted forms 
and re la ted  or s imi la r  documents. 

Files are arranged chronologically by 
dates.  

78- 300 
Forms Manaqement Survey F i l e s  
Documents-relating t o  s t a f f  v i s t s  and 
surveys conducted to  provide advice and 
assis tnace,  and t o  evaluate the  effect ive-  
ness of forms management operations and 
programs. 

Included are not i f ica t ions  of v i s i t s ,  
reports  of v i s i t s  and surveys, reports  
of correct ive act ion taken, and r e l a t ed  
documents. 

Files a re  arranged alphabet ical ly ,  
thereunder by date. 

7%-301 
Records Management Survey F i l e s  
Documents r e l a t ing  to  v i s i t s  and surveys 
conducted t o  provide advice and assis tance 
on, or  to  evaluate the  effect iveness  of 
records management operations and programs. 

Included are no t i f i ca t ion  of v i s i t s ,  o r  
reports of v i s i t s  and surveys, repor t s  of 
correct ive act ion taken, and re la ted  documents. 

Files are arranged alphabet ical ly  by uni t ,  
thereunder by date. 

Cu t  o f f  f i l e  each month; then 
hold i n  current  f i les area f o r  
3 months; then destroy. However, 
where discrepancies between these 
records and telephone b i l l s  are 

’ found, f i l e s  w i l l  be held u n t i l  
correct ive act ion is  completed. 

Cut of f  f i l e  a t  t he  end of each 
calendar year; then hold i n  
current  f i l e s  area 1 year o r  
u n t i l  another survey is  made; then 
destroy. 

Cut o f f  f i l e  each calendar year;  
then hold i n  current  f i les 1 
year o r  u n t i l  another survey i s  
made; then destroy. 
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7 8 -  3Oz 
9. Records Information Release Files -- 

Documents relating to specific instances 
of furnishing or denying copies of, access 
to, of information from State Records. 

Included are requests for records of 
information and documents furnishing the 
information or approving or denying access. 

Files are arranged numerically by files 
location n d e r ,  or by organization, 
thereunder by subject or name and by date. 

78- 303 
10. kco;ds %tention Schedule -_ 

Documents relating to communications 
with the State Records Management 
Division concerning authority for 
disposition of specific files, including 
special studies of specific files for 
the puPpose of establishing or revising 
disposition standards. 

Included are Application for Records 
Retention Shcedule, studies, letters of 
request or related approvals. 

Files are arranged by date. 

7 8 -  304 
11. Record Locator and Disposition Files 

Documents relating to disposition of 
files that have been transferred or 
retired to storage areas. 

Included are records transmittals, 
shipping lists, destruction notices 
and similar or related information. 

Files may be arranged by series, 
accession or inventory numbers, or 
dates - 

Place release in corresponding 
Patient Medical Record Fiies . 

Cut off file each calendar 
year; then hold in current 

, files area 2 years; then destroy. 
Earlier destruction is authorized 
after publication of retention 
schedule or on disposition of 
all files covered by the schedule. 

Destroy after all records listed 
thereon have been destroyed, 
except those inventories reflecting 
permanent files may be destroyed 
when no longer needed for reference. 
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SYSTPIS AND EQUIPMENT S T A N D - D I Z A Z  

C u t  o f f  f i l e  e a c h  c a l e n d a r  y e a r ;  then 
. h o l d  i n  c u r r e n t  f i l e s  area for 3 y e a r s ;  
then d e s t r o y .  

E a r l i e r  ' d e s t r u c t i o n  1 s a u thori zed for 
documents  t h a t  a r e  superceded  or no 
l o n g e r  needed for reference. 

7 8 - 3 0 s  ' . 

i z . _ ~ y s t e m  anti Egu ipmen  t ' S t a n d a r d i  za ti,on aixi 
Control P i l e s  
Documents r e l a t i n g  to the s t a n d a r d i z a t i o n  
and control of c o p y i n g ' e q u i p m e n t ;  f i l i n g  
equipment ,  s u p p l i e s  and space;  and f i l e s  
s y s t e m s  and procedures .  

I n c l u d e d  a r e  r e q u e s t s ,  s t u d i e s ,  a p p r o v a l s ,  
d i s a p p r o v a l s ,  and related papers p e r t i n e n t  
t o  o b t a i n i n g  and u s i n g  c o p y i n g  equ ipmen t ;  
non-standard f i l i n g  equipment  and s u p p l i e s ,  
f i l e s  space ;  and f i l e s  s y s t e m s  and p r o c e d u r e s .  

F i l e s  are  arranged b y  date . .  . ' 

- -~ 

. 

7 8 -  3 0 b  
1S.Copyright  A u t h o r i z a t i o n  F i l e s  

Documents a u t h o r i z i n g  the u s e  of  c o p y r i g h t  
m a t e r i a l ,  s u c h  a s  letters and a g r e e m e n t s  
f r o m  p u b l i s h e r s ,  a u t h o r s ,  or c o p y r i g h t  
owners. 

C u t  o f f  f i l e  on e x p i r a t i o n  o f  a u t h o r i z a t i  
then h o l d  i n  c u r r e n t  f i l e s  a r e a  for  LO 
y e a r s ;  then d e s t r o y .  

F i l e s  a r e  arranged a l p h a b e t i c a l l y ,  t h e r e u n d e r  
b y  d a t e .  

C u t  o f f  f i l e  a t  the end of  e a c h  c a l e n d a r  
y e a r ;  

7 8 -  307 
1 6 . P u b l i c a t i o n s  ___ . - Control ~- and- P ~ o c e s s i h ~  F i l e s  

Documents r e l a t i n g  t o  control o f  p u b l i c a t i o n s  
work i n  p r o g r e s s .  f o r  1 y e a r ;  then d e s t r o y .  

then h o l d  i n  the c u r r e n t  f i l e s  a r e  

I n c l u d e d  may be s t e n o g r a p h i c  a s s i g n m e n t s  . 
records, stencil control c a r d s ,  i n f o r m a  tion 
and i n s t r u c t i o n  sheets, l a y d u t s ,  d a i l y  
p r o d u c t i o n  records, p r o g r e s s  reports, job 
tickets on l a b o r  and m a t e r i a l s  and s i m i l a r  
and r e l a t e d  p a p e r s .  

F i l e s  a r e  arranged b y  s u b j e c t ,  t h e r e u n d e r  
b y  d a t e .  

C u t  o f f  f i l e  e a c h  c a l e n d a r  y e a r ;  h o l d  
c u r r e n t  f i l e s  area  for 2 y e a r s ;  then 
d e s t r o y .  

7 8 -  3 o g  
1 7 . P r i n t i n g  _ _  U n i t  J o b  J a c k e t  Files ~ - 

Documents r e l a t i n g  t o  p r o c e s s i n g  d a t a  and 
sample of e a c h  p r i n t i n g  j o b .  

I n c l u d e d  a r e  work o r d e r s ,  p r o d u c t i o n  and cost 
records and s i m i l a r  or r e l a t e d  p r o c e s s i n g  d a t a .  

F i l e s  may be arranged c h r o n o l o g i c a l l y  b y  d a t e  
or n u m e r i c a l l y  b y  j o b  number. 



' 7'8- 309 
1 8 . E u p l i c a t i n g  and Photo-Reproduct ion - Job 

control F i  1 es 
Documents r e l a t i n g  t o  control of  jobs 
- 
P.erformed b y  comnerc ia l  s t a t e  c o n t r a c t o i s ,  
Commercial p r i n t i n g  p l a n t s  or photo' shops .  

I n c l u d e d  are  r e q u i s i t i o n s  and d e l i v e r y  
r e c e i p t s  and s i m i l a r  and r e l a t e d  documents. 

F i l e s  a r e  u s u a l l y  arranged b y  d a t e .  

c u t  o f f  f i l e  e a c h  c a l e n d a r  year ;  hold 
i n  c u r r e n t  f i l e s  area  for  2 y e a r s ;  then 
d e s t r o y .  

r 

PERSONNEL RELA-TED F I L E S  

D e s t r o y  upon s u p e r s e s s i o n .  
7 8 -  3Lb 

19.Job S t a n d a r d  F i l e s  --__________ 
Documents r e l a t e d  to p r o v i d i n g  gu idance  i n  
e v a l u a t i o n  of jobs. 

I n c l u d e d  a r e  Merit S y s t e m  s p e c i f i c a t i o n s ;  
Minu tes  of  State Personnel Board; and s i m i l a r  
and r e l a t e d  documents .  

F i l e s  a r e  ar ranged  c h r o n o l o g i c a l l y  b y  d a t e .  

Rev iew  a n n u a l l y  and d e s t r o y  material 
p e r t a i n i n g  t o  i n d i v i d u a l s  no l o n g e r  
e l i g i b l e  for employment and s i m i l a r  I 
i n f o r m a t i o n  t h a t  i s  no l o n g e r  a p p l i c a b l e .  

78-31 
20.=icant -~ I Roster F i l e s  -- - 

Documents r e l a t i n g  t o  p r o v i d i n g  an i n d e x  to 
a p p l i c a t i o n  of q u a l i f i e d  e l i g i b l e s  f o r  employment.  

I n c l u d e d  a r e  l i s t i n g s  i d e n t i f y i n g  a p p l i c a n t ,  
c l a s s  t i t l e  and s i m i l a r  and re la ted  i n f o r n y t i o n .  

Files a r e  ar ranged  b y  c l a s s  t i t les ,  t h e r e u n d e r  
a l p h a b e t i c a l l y  b y  e l i g i b l e  a p p l i c a n t s .  

7 8 -  3 12. 
23.Equal Employment * p o r t u n i t y  R e p o r t i n g  F z l e s  

Documents r e l a t e d  to r e p o r t i n g  o n E a c t i v i  t ies 
and conditions re la t ed  t o  equa l  employment 
oppor t u n i  t y  . 
I n c l u d e d  =re s t a t i s t i c a l  a'nd n a r r a t i v e  reports, 
summaries,  c o n s o l i d a t i o n s  and s i m i l a r  or r e l a t e d  
documents . 

-__  ' 

F i l e s  a r e  ar ranged  b y  d a t e  or s u b j e c t . ' F i l e s  are  
u s u a l l y  a r r a n g e d  a l p h a b e t i c a l l y  b y  employee 
name. 

C u t  o f f  f i l e  a t  end o f  e a c h  c a l e n d a r  
year ;  then hold i n  c u r r e n t  f i l e s  area  
for  3 y e a r s ;  then d e s t r o y .  



~ 2 4 .  

25. 

26. 

27. 

> -  

q78: 3\3 
Equal Employsnnet rtunity Survg Files 
Documents related 2panducting surveys 
of the effectiveness of the equal employment 
opportunity program. 

Cut off file at end of calendar 
year; then hold in current files 
area for 3 years: then destroy. 

Included are reviews, appraisals, recom- 
mendations, survey reports and similar or 
related documents. 

Files are arranged by date or subject. 

78- 3ll\ 
Employee mcator Files 
Documents relating to locating employees. 

Included are flexoline strips, plain 
cards, punched cards, data processing 
listings and similar or related documents 
showing name, position, grade, etc., and 
organizational segment to which the employee 
is assigned. 

Files may be arranged alphabetically or by 
organization and then by position class 
and or alphabetically by name. 

7 8 -  3 6  
Personnel Chronological Journal Files 
Documents used for preparing reports, 
review of position or personnel actions 
processed and similar or related documents. 
Included are numerous forms relating to 
personnel actions. 

Files are arranged by date. 

7 8 -  3lG 
Employee Interview Files 
Documents used to records counseling 
interviews and termination interviews. 

Included are forms identifying employee 
and information relating to employment, 
and similar and related information. 

Files are arranged alphabetically by 
employee's name, thereunder by year. 

Cut off on termination of 
employee; hold in current files 
area for 5 years; #en destroy. 
Earlier destruction is authorized. 

Cut off file at the end of 
each quarter; hold in current 
files area for 1 year; then 
destroy. 

Cut off file on termination 
of employee: hold in inactive 
file for 6 months; then destroy. 



28. Appeal and Grievance Case Files 5 Cut off when case is finalized 

- grievance and appeals submitted by in current files area 1 year; 
Documentsreflecting actions taken on and no appeal is pending. Hold 

employees. then transfer to State Records 
Center; hold 35 years; then destroy. 

Included in each case are employee grievance (Case to be sealed in envelope 
record; decisions delivered, including and marked confidential. ) 
records of grievance committee; review 
cdecisions; and similar or related documents. 

Files are arranged alphabetically by 
employee. 

79-31 Q 
29. General Personnel Files 

Documents relating to personnel 
strength, classification and 
reclassification, assignment, transfer, 
promotion, retirement and termination; 
and similar activities in general. 

Included are routine or general requests 
for information and replies thereto; 
routine or informal reports with related 
papers; general recommendations and suggestions 
with all type of trnasmittals and other 
documents of a general, routing and administrative 
nature. 

Files are arranged by date or may be files by 
subject and then by date. 

Cut off at end of each calendar 
year; hold in current files area 
for 2 years; then destroy. 

Earlier destruction is authorized. 


